
Guidelines, Best Practices, and Instructions for Supervisory Committee Meetings  
for the UF COM Biomedical Sciences PhD Program 

 

Purpose of supervisory committee: A PhD supervisory committee's purpose is to guide, support, and evaluate 
a doctoral student’s (‘Trainee’) research, ensuring high academic standards are met by providing expert 
feedback, broadening the student's intellectual perspective, overseeing key milestones, and acting as a resource 
for resolving issues, ultimately ensuring the student develops the skills for independent scholarly work.  

Purpose of supervisory committee evaluation form: The supervisory committee evaluation form is designed to 
document a Trainee’s progress, identify areas of excellence, identify areas of growth and set milestones and 
goals until the next supervisory committee meeting. The supervisory committee evaluation form is also designed 
to promote a collaborative discussion regarding progress, that includes the mentor, the committee and the 
trainee, while ensuring transparency of the evaluation. To help facilitate alignment of expectations as well as 
rigor in evaluation, the supervisory committee evaluation form outlines specific metrics which will be used to 
assess progress in the following areas: knowledge of the field, technical skills, critical thinking and 
resourcefulness, scientific communication, professionalism, and career development (see evaluation metrics). 

Process: It is expected that two supervisory committee meetings will be held in a calendar year, unless otherwise 
deemed necessary by the mentor, the committee, or the program. In the first two years of training, these meetings 
must be held in person. Distance learning technologies (e.g. zoom) may be employed by committee members if 
needed, although it is expected that most attendees will be in person. After a Trainee passes their qualifying 
exam (QE), one of the supervisory committee meetings can be ‘virtual’. The definition of virtual: A written 
summary of the trainee’s progress is submitted to the committee for review in lieu of an in-person meeting. A 
trainee may not have two virtual meetings in a row.  

Regardless of meeting type (in-person or virtual) the best practices for preparation for the supervisory committee 
meeting and the structure of the supervisory committee meeting, should follow the best practices outlined. In 
all cases a supervisor committee report form must be completed and submitted.  

Each section of the supervisory committee evaluation should be discussed collaboratively at the end of the 
committee meeting (or upon review of the virtual committee meeting report) by the mentor(s) and committee 
members, with input from the Trainee. After the meeting, the mentor will complete the online evaluation form, 
after which it will be routed for comments and signatures from the mentor, each individual committee member 
and the Trainee. Following completion, the evaluation will be reviewed and signed by a Concentration Director 
and the Assistant Dean for Biomedical Sciences. The Trainee will receive a final copy, and a copy will be retained 
in the student record. 

 
Summary of Policies for Students for the Supervisory Committee Meetings 
1. A supervisory committee meeting should be held no less than two times a year ~ 6 months apart.  
2. Prior to the qualifying exam (QE), all supervisory committee meetings must be in-person.  
3. Following the QE, at least one meeting a year must be in-person and the other may be virtual. A trainee 

may not have two virtual meetings in a row. 
4. A Supervisory committee evaluation form must be submitted for all bi-annual committee meetings. 
5. All parties (mentor, mentee, supervisor committee members, concentrations, and program) will receive a 

copy of the supervisory committee evaluation form. 
6. In order to provide sufficient time for providing guidance and feedback, supervisory committee meetings 

should be scheduled for 1.5 hours, where it is anticipated that the presentation is ~45 minutes with ~20 
minutes of discussion and feedback being driven by the metrics on the supervisory committee evaluation 
from. 

  



 
BEST PRACTICES IN PREPARATION FOR THE SUPERVISORY COMMITTEE MEETING 

1. The Trainee should consult the mentor to determine their availability before availability through electronic 
solicitation is sent to the committee members. 

2. The Trainee should send out a calendar invitation to the mentor and all committee members as soon as the 
meeting day and time is set (room numbers can always be updated later).  

3. The Trainee should inform the concentration coordinator of the date and time and work with them to 
identify a room and update the calendar invite with the location.  

4. The concentration coordinator should send the supervisory committee meeting evaluation form to the 
mentor prior to the meeting date, but it is the Trainee's responsibility to ensure the mentor has the 
evaluation form prior to the meeting. 

5. At least a week before your committee meeting, the Trainee should set up a meeting with their mentor to 
go through the presentation and all components of the presentation outlined (academic, professional and 
scientific progress) as well as the professionalism of the presentation. 

 
BEST PRACTICES FOR THE STRUCTURE OF THE COMMITTEE MEETING 

1. At the beginning of the committee meeting, the mentor and mentee should be prepared to provide a brief 
summary of their perspective on the mentor-mentee relationship where successes and hurdles can be 
discussed. Thus, the committee members should have a short discussion with the mentor in the trainee’s 
absence as well as with the trainee in the mentor’s absence (~ 5 mins each). 

2. The Trainee’s presentation should include the following elements (~45 minutes). The Trainee should be 
prepared to have questions asked throughout the presentation.: 

a. academic summary: coursework completed and planned, timelines for qualifying exam and/or defense 
when applicable. 

b. professional development summary (previous and planned): meetings attended, abstracts presented, 
publications (accepted, submitted, and/or in progress), awards received, career development activities, 
service to the profession  

c. project summary: brief introduction and background of your project and its rationale. For the first 
committee meeting this will be very thorough, while in follow-up committee meetings this will be more 
of a reminder to the committee, unless there is a significant change in direction. 

d. data summary: 1) summary of 6-month goals from previous committee meeting. 2) a progress report of 
new data since the last committee meeting including data interpretation 3) should include any changes 
in direction, along with any intellectual and technical hurdles and proposed plans for overcoming 
them.  

e. next steps summary: academic, scientific, and progressional goals for the next 6 months 

3. Following the presentation, the mentor, committee members, and the trainee should collaboratively 
discuss each section of the advisory committee report form using the affiliated metrics to guide the 
conversation (~20 minutes). 

4. After the meeting, the mentor will complete the electronic advisory committee report form, which will then 
be routed as follows*: 

a. Committee Members for their review, acknowledgement, agreement (or not), and additional 
comments.  



b. Concentration Director and the Assistant Dean for Biomedical Sciences for review and 
acknowledgement. This is to ensure an appropriate depth, tone, and approach for the assessment and 
feedback.  

c. Trainee for their review acknowledgement, agreement (or not), and comment. 

d. Assistant Dean for Biomedical Sciences for final approval of the report. 

e. Mentor, Trainees, Concentration Coordinators, and Program Manager will receive the finalized 
document which will become part of the trainee’s student record. 

*Please note, the assessment should not be a surprise to anyone on the committee nor the trainee, as it should 
reflect the discussion which was had at the end of the committee meeting.  

 
BEST PRACTICES FOR THE STRUCTURE OF VIRTUAL COMMITTEE MEETINGS 

After a Trainee passes their qualifying exam (QE), one of the supervisory committee meetings may be ‘virtual’, 
at the discretion of the student’s supervisory committee and concentration directors. The definition of virtual: A 
written summary of the trainee’s progress is submitted to the committee for review in lieu of an in-person 
meeting. A trainee may not have two virtual meetings in a row. A student’s penultimate committee meeting 
may not be a virtual committee meeting. 

1. The student should inform the committee of their desire for a virtual meeting and obtain the agreement 
of their committee.  

2. The student should notify the coordinator and the committee of the date on which they will submit 
materials for the virtual meeting. 

3. Student’s submitted materials should include all of the required elements of an in-person presentation, 
as outlined in steps 2a-e in the Best Practices for the Structure of the Committee Meeting section. 

4. The committee should review the submitted materials and offer feedback to the mentor within the 
agreed timeline (suggested two weeks). The mentor will inform the coordinator of the agreed upon 
date for the paperwork to be initiated. 

5. Upon receiving the feedback, the mentor will distill a summary of the discussion to the student and 
complete the electronic committee report form. 

6. Committee Members will review, acknowledge, and provide additional comments.  
7. Form will be routed as it does for in-person committee meetings. 

 
EVALUATION METRICS 
 

General Guidelines 
• All sections must be completed unless otherwise noted. 
• Use specific examples and constructive feedback where applicable. 

 
Section 1: Trainee Effort 
• Indicate whether the Trainee is consistently putting effort into their progress. 
• Consider lab attendance, productivity, communication, and engagement. 
• If “No,”  brief explanation must be provided. 

 
Section 2: Scored Evaluations Sections A - F 
 

The following scale will be used: 1 = Needs improvement;  2 = On track; 3 = Excelling  
 

A score of 1 (needs improvement), signifies that the Trainee is not making progress and is in fact 
underperforming or performing worse than the last committee meeting.  
 



A score of 2 (on track), signifies that the Trainee is making progress which is expected for their level of training 
in the program, or has improved since the last committee meeting. 
 

A score of 3 (excelling), signifies that the Trainee is making progress beyond what is expected from a Trainee 
in their level of training in the program. A 3 could also represent a standout performance in categories beyond 
what is typically seen in a graduate Trainee.   
 

Section A -  Knowledge of Field 
a) Demonstrates basic understanding of biological principles. 
b) Demonstrates understanding of the principles behind methodologies. 
c) Demonstrates a deep understanding of the field of study and how the project fills the gaps in the field. 
d) Can readily reference, interpret, and integrate the literature into the project. 
e) Answers questions accurately and thoughtfully.  
 

Section B – Technical Skill 
a) Can independently properly design experiments.  
b) Can execute experiments independently.  
c) Can technically perform assays/experiments.  
d) Utilizes and understands proper controls.  
e) Utilizes and understands proper data analysis and statistical tests.  
 

Section C: Critical Thinking and Resourcefulness 
a) Ability to think and act as an independent scientist - demonstration of critical thinking skills  
b) Ability to explain concepts and results clearly, including interpretation of data  
c) Ability to multitask  
d) Ability to troubleshoot 
e) Seeks assistance when necessary and in a timely manner  
 

Section D – Scientific Communication 
a) Organization and clarity of the presentation  
b) Oral communication and verbal skills  
c) Ability to articulate concepts and results clearly  
d) Ability to provide explanations in lay person terms  
e) Abstract, conference presentations, and manuscript activity  
Section E – Professionalism 
a) Demonstrates ethical conduct  
b) Receptive to feedback and applies it  
c) Upholds commitments & deadlines  
d) Exhibits professional interpersonal skills with administration, mentors, peers, and mentees  
 

More information can be found at the following link (including the Trainee honor code and the Trainee conduct code) 
https://gradadvance.graduateschool.ufl.edu/competencies/professionalism/ 
 

Section F – Career Development 
a) Seeks out appropriate career development activities  
b) Has an up-to-date and completed IDP  
c) Instructs/mentors others in the laboratory  

 
Section 3: Scored Evaluations 

• The final assessment is whether the Trainee is making acceptable progress towards their degree (Y/N) 
• If “No,”  an explanation must be provided 

 


